APPLICATION FOR RECORDS RETENTION SCH EDULE oo AiCE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISiON

INSTRUCTIONS See Publucatiolg No. 76~8M-1 for instructions on completing this form. Forward signed ongmal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334
Attentlon Schedulmg Sectlon ) e : - ¢

FOR AGENCY USE ] 1. Agency Address _ Col FOR RECORDS MANAGEMENT USE
| Application Date Georgia Department of Labor . Application Number ' '
' - Labor Information Systems - Suite 400 80- Q_,u‘ T
: Applie;;ion Number Ai: El] 'SGStreet 0303 * ' , B Dete Received Date Completed  .»
anta, Georgia 3 | . MAR 138 1980 l APR 0 » 1880

g - =
| 2. Parson to Contact Working Title Telephone Number

_Research Unit Supervisor L | {40OL) 656-3177

3. Actlon Requested
a. [4 Estabusn Retention Schedule; r&cord will continue to accumulate
b. [ Dispose of present accumulation; no further accumulation anticipated.

_¢. 0O Amend Application No. e ... Check One: O3 Change; 0O Supercede 0O Void
a, Datas of Series 5. Records Series Title (followed by title used in office; if different)

Earliest Latest #
| 1979 [ - __Continuous Wage and Benefit History Questionnaire .
s Division and Office Funcnon What is the function of the Division and the Office in which this record series s created7

The Administrative Services division provides fiscal, personnel, records, purchasing, and
statistical research services. Labor Information Systems compiles, prepares, and reports
employment statistics for internal departmental use, the federal government, and special
labor information users. The unit conducts special research studles and provides methodo-
logical assistance to other LIS units.

.
1

7. Roeofd Series Demuptlon Thns file contains the follqwing documents (mclude form numbers and t:r!es if any}
~ Attach samples of the file. =~ . ,

Documents relating to: e acquisition of supp]emental economic and demographtc data for ‘depart-
mental research from unemployment inusrance applicants.

Indudedare claimant questlonnalre (ESA 851) and CWBH-Request for verification of Information-
(ESA-851A).

Fnle:sarranged chronologlcally, thereunder by socual securlty number

8. M Monthly Raferenca Rate How often are records referred to which are:
One to six months old 21000 - : Seven to twelve months old __10___; Thirteen to twenty-four monthsoid 9. _;
_twenty-five months and older =7 - '
| SO VL L ‘. 1w
9. Anhual Rate of Aceumulation of Records o :
Letter-sizedrawers . b . _; Legals size drawdrs — helves -

_; Other (specify)
Séries will vary with the unemp]oxfment rate .

\ \
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$YES [ NO l 10. Questlonnaare (Place an, "X" in the proper column) . o 7

s . s this the official copy of the serles? - | : o o
__l(___(,ﬂ,, _ - Mnot.whereisit? _ .~ R . | ]
) b Does the series contam co?f:dentlai information requiring security handImg? If yes, cite Iaw or regulauon A
___x__,_. R L R - e .
X |- c Is th|s a v1tal record? ,; "
: X [ d. Does this series have hustorncal or Iong term research value? . !

| e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X .___dosime_ts be scheduled separatelv? .

F_LJ . A inf n@@mammq this seuesubhshﬂ? JMch copy.
'g ls the information contained in this series ever anaIyzed and/or recorded in a summarized report?

LA L .2l - ifves. attach coov... As  Re G-‘ _Fek  Jevenpl Reponrs ' ]
g ' h “Is there a"dupllcatlon of this series in your office, or in another office or agency?

| X ) 1 _ifves.where? . ...

D x [ asthis series for a maiar portion of it). reaularly microfilmed? ...

LX I .. Does the record series result in a computer printout? . -,,;Li,ﬂ_

1. Retamlon Requirements - The following requires the series to be kept

a. State Law yaars. d. Audit period : ' o _.years.
b. Statute of limitation - __ - = .years. .- e. Administrative need ' 1.5 years.
c. Federal law - _year$, f. Federal retention instructions _ years.

Attach copv or excert of laws or regulations. Explain administrative need. To validate EDP ent ry or for reference.
File subsets may be segregated for EDP entry for special studes. : :

TR O T

e

12. Apprevad Dixs:-amion Instruat)ons Thus agencv-recorrihwends thf'at the fne seﬂes be cut oh‘ at the end of each :
" (4 Calendar Year; O Fiscal Year: O] Other — . - R i then,

® Ho!d in the current filesarea 18 _month(s) . ... vear(s); then
O Transfer to lozal holding area; hold ___ . year(s); then
O Transfer to State Records Center: hold __ . .. _____year{s); then

® Destroy,
O Transfer to State Archives for permanent retention.

O Other (Specify)

Retain in current "files area 18 months, destroy in offlce. Retain subsets of file 18
~months, destroy in office; earlier. disposal authorlzed :

]
instructions apply to ail prior and future accumulations of the series.

: ; . Date
g~ |37/ %0
) o ‘7 L . - State Reeordséhmiﬁee (Signature) Date
Recommendations inpara- [~ I (ﬁ\ B ' S
graph 12 are approved. State Auditor/Designee 7"' / - W
(if disspproved, attach letter [ Y A
of explanation.) - | Secretdry, te/Designee / W—eé 1794(,1‘.7‘ ' o 3’ < ?{ 8’ o
~Attorney anergl/Desagnee W m IZ// L/W
i

e e . _L
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